
PUNCTUATION GLOSSARY 
 

Band Symbol Name, Main Purpose and Usage Example 
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A 

Capital Letters are uppercase symbols (one for each 

letter of the alphabet) and used to indicate: 

 The beginning of a new sentence 

 Proper Nouns 

 The word “I” 

 Greetings and Closure of Letters 

Use the MINTS mnemonic to remember correct use.   

Dear Mum,  

On Friday, I went to see 

Monsters University at the Myer 

Centre in Brisbane.  We got good 

seats because most people were 

at the Ekka.  

Love, 

Melissa 

. 

Full stops (periods) are used to indicate the end of a 

‘telling’ sentence. 

Full stops have other uses (e.g. URL’s and 

abbreviations) however as punctuation the only 

defined use of a full stop is for the end of declarative 

sentences.  Omission of full stops in abbreviations is 

now accepted practice.   

M.S.H.S. is an excellent school.  

e.g. 
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! 
Exclamation mark is used instead of a full stop in an 

‘excited’ sentence.  They indicate: 

 Tone of surprise, disbelief, happiness or 

disgust. 

 Command.  

Well Done! Wow! 

 

Look out! Fire! 

? 

Question mark is used to indicate the asking of a 

question (for ‘asking’ sentences), in the following 

ways: 

 Show that a direct question is being asked. 

 When the writer asks the reader a question. 

 When a character asks a question (written in 

direct speech) 

 When the writer is indicating the need to 

check information.  

NB: Question marks are not used when writing 

reported speech or indirect questions. 

Where are you going? 

What, do you believe, is out 

there in the far reaches of 

space? 

“What did you say?” asked 

Patrick. 

Ford was released on the US 

market in 1952(?) 
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, 

Commas are used to separate ideas or elements of 

text within a sentence. They separate: 

 Items in a list  

 Words or phrases used as an aside that gives 

extra information about the main sentence.  

 The person being addressed from the rest of 

the sentence. 

 Certain words from the rest of the sentence 

to ensure meaning remains clear.  

Commas are also used to introduce direct speech. 

Commas are NOT used to separate numeral symbols 

e.g. 234,560 is incorrect.  A space is used instead e.g. 

234 560.     

List: lollies, chocolate, ice cream, 

popcorn, chips. 

Words as an aside: Joseph, 

wearing a black leather jacket, 

was the coolest guy at the party. 

Person addressed: “Come back, 

Belle, before it’s too late.”  

 
COMMAS ARE OFTEN 

MISUSED!  Students tend to 
ignore the comma or use it 

incorrectly. 

“Hi” Quotation marks are used to indicate direct speech 

or quote text from another author. 

Jane said, “I’m going home early 

today.” 

“I’m tired of writing letters 

when punctuation will do, period.”  

-Steve Martin 
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( ) 
Parentheses are also referred to as brackets.  

Parentheses are used to add extra material to a 

sentence.  The sentence should make sense without 

the text in the parentheses.   

He crept up to my window (I can 

still see his face) and I screamed 

so loudly he bolted.   



' 

Apostrophes of Contraction are used to replace 

letters that have been left out of words.  This is 

accepted practice for fiction and informal texts as 

they attempt to record how the text would sound if 

spoken.   

Contractions are not used in formal texts such as 

analytical expositions.  

Rockin’ and Rollin’ 

Don’t for Do not 

It’s for It is 

 

' 

Apostrophes of Possession indicate ownership of a 

noun. The form of the noun determines the 

placement of the apostrophe and the addition of 

the letter “s” in some cases.  

 Singular Nouns are made possessive by the 

adding of an apostrophe and a letter “s”. 

 If a Singular Noun ends in “s” add an 

apostrophe and another “s”. 

 Plural Nouns are made possessive by placing 

the apostrophe after the letter “s”.  

Singular Nouns The shirt owned 

by Taylor = Taylor’s shirt.  

Singular Nouns ending in “s” 

The shirt owned by Chris = 

Chris’s shirt. 

Plural Nouns The house owned by 

the Smith family = the Smiths’ 

house.  The shirts owned by the 

boys = the boys’ shirts.   

; 
Semi-colons indicate a pause and are placed 

between statements with the purpose of highlighting 

the connection between them.  Semicolons indicate 

equal importance of related statements.    

They can also be used to separate extended items 

on a list.  

Separating two related 

statements That year her book 

was a best seller; a year later 

she won a Nobel Prize.   

List Sheldon, theoretical 

physicist; Howard, engineer; Raj, 

astrophysicist; Leonard, 

experimental physicist. 

… 

Ellipses are used in formal writing to indicate that 

words have been left out of a quote.  It is important 

that when using ellipses in formal writing, that the 

deletion of words does not change the meaning of 

the quote.   

Ellipses can be used when writing informal texts or 

dialogue.  When used for informal contexts ellipses 

indicate a pause of uncertainty or trailing off mid-

sentence.  

Formal 

“The questions are complicated… 

answers are simple.” Dr Seuss 

 

Informal 

“I was only…” Sam started, but 

couldn’t bring himself to finish.    
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: 

Colons are used in several contexts to introduce or 

separate elements of a sentence.  

 Introduce a list or series. 

 Contrast between two obviously opposite 

statements within one sentence. 

 Introduce a statement that explains the one 

before it. 

 Introduce speech in a script. 

Introduce a list The MSHS 

teachers attending include: Mr 

Smith, Ms Scott and Ms Wilson.   

Contrast opposite statements 

When there are clear boundaries 

students behave: when there are 

no rules students don’t know how 

to behave.   

Explaining vocabulary: knowing 

and using words in context. 

 

- 
Hyphens are not Dashes!  Hyphens are used to 

separate parts of compound words or to link smaller 

words that have been joined to make a compound 

word.   

Co-operation 

Cold-shoulder 

Gift- wrapped 

 

Mother-in-law 

— 
Dashes are not Hyphens! Dashes are used: 

 Instead of brackets when adding extra 

material to a main sentence.  

 When breaking up a sentence to show a 

change of thought or an interruption.   

Rodney — the winner — was 

shocked by the announcement.   

Move over here — that’s it— sit 

down.   

 


